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1. Introduction

This user manual addresses the processes necessary to pesionay &
Certification (S&Oproviderfunctions in iQIES.

For information on other modules, refer teeference & Manualsn QTSO.

1.1 Getting Started in S&CImportant Information to Know
Belowis important general informatiorabout IQIES.

1 Loginto iQIES &ttps://igies.cms.goviwith Health Care Quality
Information Systems (HCQIS) Access Roles and RrdfilePlogin
credentials Refer tothe IQIES Onboarding Guiftar further information, if
necessary.

1 All screenshots included in this manual contain onit tkata. Current
screens in IQIES mdiffer from what is shown in screenshots below.

1 Screenshots are dependent on user role and may not be an exact
representation.

9 Words highlighted in blue are clickable links.
1 A red asterisk¥) indicates aequired field.

9 Blank fields may have a limited number of characters allowed in that field.
If so, the character limit is shown on the bottom léffhe blank fields may
also be expanded. Click the two°4farallel lines and drag to the right to
enlarge thebox. Sed-igurel, Expandable Field

N

£
0/255 characters

Figurel: Expandable Field

9 IQIES times out after 15 minutes of nonusel reverts to the login pag&e
sure to save data regularly. IQIES remains up and active as long as it is in use.

1 IQIES uses a smart search. Once three letters/digits are typed in the
search bar, results are shown basedtbe letters/digits entered. The

Versionl.0 1 Manage a Provider
January23, 2023



https://qtso.cms.gov/software/iqies/reference-manuals
https://iqies.cms.gov/
https://harp.cms.gov/login/help
https://qtso.cms.gov/software/iqies/reference-manuals

CMS iQIESurvey & Certification Manual

more letters/digits enteredthe narrower the search. If any of the results
Is the correct result, click the resuti open

1 Review any yellow/orange notification banners. $égure2, Notification
Banne®® ¢ KSasS ol yYySNE @theydonbtamply @ thé&yR 06 - Q
are resolved.

If there are surveys that occured prior to the newly selected Cycle starting survey, please
verify that these surveys still belong to the enforcement case.

Figure2: Notification Banner

1 Review any Tool Tips fadditional information toperform an actionHover
over theinformationicon to see the tipTool Tips are in IQIES to
communicatenformation. Look for the information icon. Séagure3, Tool
Tip Icon.

Cannot be selected because the provider is not pending federal certification,
nor does it have a not applicable certification status with a Medicaid-19 title.

| Initial Certificatic

Figure3: Tool Tip Icon
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1 Below are the gpported browsers for access to iQIES not use Internet
Explorer.It is not supportedBe sure tdkeep your browser updated

For best resultsgplease use the latest version of these browsers
Chrome
Firefox

The latest versions of the browsers below atso supported
Microsoft Edge
Safari

Versionl.0 3 Manage a Provider
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1.2 iIQIESService Center

The IQIES Service Center supports users working within the various IQIES
components: S&C, Patient Assessment, and Reporting

AssistanceAccessing IQIES Contact thelQIES &curity Official (8) for your
organization

TechnicalSupport: Contact the IQIES Service Center

Phone 888477-7876 (select Option 1)
Emait IQIES@cms.hhs.gov

CCSQ Support Central: Create anewticket or track an existingticket:
https://cmsqualitysupport.servicenowservices.c
om/ccsg support central

More information on IQIES Refer to theQIES Technical Support Office
(QTSO) and th@uality, Safety, & Education
Portal(QSEP)Logging in to HARP may be
required before accgsing some documentation
in QTS@nd QSEP

IQIES reference materials include:

Links toTrainingVideosfor providers
Assessment Managemehitser Manual
Quick Reference Guides
Onboarding Guide

Managing User Information

Other helpful IQIES material

IQIES traning materials on QSEP inclug&C
Foundation Series Videos

T
T
T
T
T
T
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1.3 Roles and Permissions

IQIES roleallow users to access information pertinent to their area of work. The
examples provided in this document pertain$&Candrequire a State Agency or
Centers for Medicar& Medicaid Services (CMS) role with the capability to view
or edit this information

Permissions are ultimately governed HARRaccess privileges. Contact the SO for
your organization or the iQIES Service Center for issues relating to access and
permissionsRefer to thelQIES User Roles Matfor detailed information on

roles.

For additional help, refeto https://igies.cms.gov/igies/helmr click the help icon
in the top right corner of the screen, ségure4, Help Iconfor further
information.

@ | A rat v

Figure4: Help Icon
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2. Manage aProviderOverview

A provider is ay organizationinstitution, or individual that provides health care
services to Medicare beneficiaries. Physicians, ambulatory surgical centers, and
outpatient clinics are some of the providers of services covered under Medicare
Part B.

Thismanualexplains how tesearch, add, approve, or reject a provigerew and
download reportsadd buildings, multiple locations, branch addresses, operating
details, additional contacts and explains certification and licensure and deeming
informationfor Home Health Agencies (AllAmbulatorySurgicalCenters (ASC)
and Hospicerovider types

Contact the QIES Service Centerdelete a provider.

3. Search fora Provider

3.1. Go toSurvey & Certificatiorat the topof the iIQIES home page. Click the
arrow to open the drogdown menu.

3.2. ClickSearchTheSearchscreen opensSeeFigure5, S&C Search
~ |Q|ES Survey & Certification \/ Assessments \/ Reports

Welcome back, Pat

Figure5: S&C Search

3.3. Type provider or DBA (Doing Business As) name, CCN (CMS Certification
Number) or State Facility ID (FACICljckSearch The provider information
shows belowSeeFigure6, Searchand Figure7, Provider Search Results

Versionl.0 6 Manage a Provider
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Search

Providers Surveys Intakes Enforcements. CMPTS Cases

Search for Providers

Emter provider or DBA name, CCN, or State Facility 1D (FACID)

» Show Advanced Search

Figure6: Search

Note: ClickShow Advanced Seardbr a more detailed searchiRefer to
step 3.5 for detalils.

Home | Search

Search

Providers Surveys Intakes Enforcements CMPTS Cases

Search for Providers

Enter provider or DBA name. CCN, or State Fadlity ID (FACID)

» Show Advanced Search

Provider Type: ASC %  HHA »  Federal Certification Status:  Certified % Operating Status:  Open x

1 - 20 of 10000+ Providers (1)

N Operating Provider Certification
Provider D Status Type Status Deemed Status
0 Lex HHA CCN 428243 @ Open HHA Certified Under SA Jurisdiction
123 sycamore6666, FACID
Talahassee, FL 75485 190000000201

1158

0 M) HOME HEALTH CCN A28215 @ Open HHA Certified Under SA Jurisdiction
AGENCY FACID HH1234
1313 Mockingbird Lane -
Test 3, Box 1, Baltimore, FL
90210

Figure7: Provider Search Results
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3.4. Clickdesiredprovider nameunder Provider. TheProvider Historywindow
opens with a list of recent surveySeeFigure8, Provider History.

Provider History

For more information on the deficiency history of a provider, view the provider history report.

View Provider History Report | View All Provider Reports

Recent Surveys

Sets & Survey ID Survey Type Survey Category : |
B4ESE-H1 Health Complaint i
ASTAB-H2 Health Revisit, Recertification, Re-Licensure [
AEBG3-H1 Health Recertification, Re-Licensure i

Figure8: Provider History

Note: ClickView AllSurveydo view all the surveys.

3.5. ClickShow Advanced Searclf desiredto open theAdvanced Search
drop-down menu and narrow the search criteria. $a@gure9, Provider
Advanced Search

3.6. Type in desired detailed criteria. Cliskarch The provider information
shows below.

Note: ClickHide Advanced Seardo close theAdvanced Searchnenu.

Versionl.0 8 Manage a Provider
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Search

Providers Surveys Intakes Enforcements CMPTS Cases.

Search for Provj

Enter prgfier or DBA name, CCN, or State Facility 1D (FACID)

v Hide Advanced Search

TYPE & ID STATUS LOCATION
Provider Type Deemed Status Street Address City
Select.. = Select...
Select one or mare Select one or more
State ZIP Code
IQIES 1D D State Licensed Select...

Select cne or more
Federal Certification Status

License Number CMS Location
Select... :

Select one or more Select...
Select one of more

Certification Title Operating Status

[] Medicare- 18 Both v
[ Medicaid - 19

Figure9: Provider Advanced Search

Versionl.0 9 Manage a Provider
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4. View Provider Detalls

4.1 ClickView Detals on the Provider Historypage.TheBasic Information
page opensSeeFigurel0, View Detds Link

Federal Certification Status Vi Detail
e lew Detalls
Certified ——*

Provider History

For more information on the deficiency history of a provider, view the provider history report.

View Provider History Report | View All Provider Reports

FigurelO: View Detaib Link

4.2 Click any selection on the left menu (elailing AddressLetters) to view
further details.SeeFigurell, Basic Information

Note: The left menu varies slightly lpyovidertype. The figurebelow
show the left menu for an HHA provider. The differences affect
addresses or locatiorfer each provider type. The provider type
below show the specific name on the left menu.

HHA: Additional Branch Addresses
ASC: Locations
Hospice: Inpatient Locations

Multiple Locations

4.3 ClickReturn to Providetto return to the ProviderHistory page

Versionl.0 10 Manage a Provider
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Home / Search / 1st Choice Home Health / Provider Details

Provider Details

1st Choice Home Health - CCN 109779 - HHA - Non-Deemed

Federal Certification Status Title

Certified Medicare - 18

/

< Return to Provider

I Basic Information
Responsible Staff
Mailing Address
Additional Branch Addresses
Operating Details
Additional Contacts
Certification and Licensure
Deeming Information
Administrators
Letters
Notes

Attachments

2617-B WEST 23RD ST

Rr

PANAMA CITY, FL 32405

.

Basic Information

Manage the basic information for this provider.

Overview

Provider Name 1st Choice Home Health

Provider Type HHA

Provider Subtype NFA

Address 2617-BWEST 23RD 5T
E:\NAMA CITY, FL 32405

County BAY

CMS Location 4 - Atlanta

State Region 33 - JACKSONVILLE

Management Unit ASPEN DATAMART ONLY

Work Unit ASPEN DATA MART - NON ACO USERS

Figurell: Basic Information

Versionl.0
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5. Add aProvider

New providers are automatically set Rending Certificatiorstatus.

Review information inhe Certification and Licensursectionto certify a new
provider, if necessary.

5.1 ClickAdd a Prowuler from the Survey & Certificatiordrop-down menu to
add a newprovider. SeeFigurel2, Add a ProvideiTheAdd a Provider
window opens.

v IQ|ES Survey & Certification

Search

Home = Search

Add a Provider

Search

Figurel2: Add a Provider

5.2  Fill out theinformation. SeeFigurel3, Add a ProvideBasicinformation
Notes:
9 Greyed out areas cannot be filled out. They are disabled based on the
provideQd AYF2NXNI GA2Yy D
1 CheckSame as Legal Business Nata@utomatically populatéoing
Business as Namiéboth names are the same.

9 Address Imust be a locatable address. U&address Zor additional
details, if necessary. For questions about a locatable address, go to the
USPS ZIP Code locaamd enterStreet AddressCity, andStateand
clickFind A new window opens with the locatable address.

1 Address Zan be a PO Box, buipaoviderthat has a PO Box ©aot be a
practice location.

5.3 ClickAdd Providerto add theprovider. The newProvider Historypage
opens and can be viewed and edited.

Notes:
1 AniQIES Isautomatically generated
1 Newsurveys andintakes can now be added.

Versionl.0 12 Manage a Provider
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Add a Provider

Basic Information

All required fields are marked with an asterisk (*)

Legal Business Name *

The provider name that is registered with the IRS and the Legal Business Mame reported on the CMS B55
|:| Same as Legal Business Name

Doing Business As Name *

The name under which the provider operates and the Doing Businass As Mame reported on the CMS 855

Provider Type * Provider Subtype

Select one A A

Primary Practice Location

Address 1* Address 2

City * State * ZIP Code *
Select one w

County

Add Provider Cancel

Figure1l3: Add a Provider Basic Information

Versionl.0 13 Manage a Provider
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6. Inpatient Care Provided Hospice Only

Inpatient Care Providerd for Hospiceprovidertype only
Purpose To identifywhetherthe Hospice provides care in an inpatient setting

6.1 ClickEditon the Provider Basic Informatiopage. Seé&igureld, Hospice
Provider Details Edit PageheBasic Informationedit page opens.

Basic Information

Manage the basic information for this provider.
Overview

Provider Name Hill House Hospice

Provider Type Hospice

Figurel4: Hospice Provider Details Edit Page

6.2 Clickthe Yesor Noradio button undernnpatient Care ProvidedSeeFigurel5,
Inpatient Care Provided Radio Buttons.

Note: ClickYesto enablethe Inpatient Locationsselection on the left
menul.

Basic Information

All required fields are marked with an asterisk (*}

Legal Business Name *

Hill House Hospice

The provider name that Is registered with the IRS and the Legal Business Mame reported on the CMS 855
same as Legal Business Name

Doing Business As Name

Hill House Haspice

The name under which the provider operates and the Doing Business As Name reported on the CMS 855
Provider Type * Provider Subtype
Hospice ks =

Inpatient Care Provided *

@Yes
() Ne

Figurel5: Inpatient Care Provided Radio Buttons
6.3 ClickSave

Versionl.0 14 Manage a Provider
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7. Inpatient Locationsg Hospice Only

Purpose To add locations anduildingsfor Life Safety Code survey

Note: Inpatient Care Provideanust be answered esto view Inpatient
Locations

7.1 Clickinpatient Locationson theleft menu SeeFigurel6, Inpatient Locations
Thelnpatient Locationgpage opens.

Return to Provider

Basic Information
Responsible Staff

I Inpatient Locations
Mailing Address

Multiple Locations

Inpatient Locations

Add and manage inpatient lacations and buildings for this provider. These will be available for Life Safety Code Survey.

View Locations | View Buildings Only

Add Inpatient Location

Operating Details
Additional Contacts
Certification and Licensure
Deeming Information
Administrators

Letters

Motes

Attachments

Figurel6: Inpatient Locations

7.2 ClickAdd Inpatient LocationThelnpatient Locationfields open below. See
Figurel?, Inpatient Locations Fields.

Versionl.0 15 Manage a Provider

January23, 2023




CMS iQIESurvey & Certification Manual

Inpatient Locations

Add and manage inpatient locations and buildings for this provider. These will be available for Life Safety Code Survey.

View Locations |

All required fields are marked with an asterisk. (*)

Location Name *

Hill House Building 2

500 characters

Location Primary Address

Address 1* Address 2

I 1 State| St

City * State * ZIP Code *
Anytown Florida v 89099

Location Mailing Address

Location Mailing Address is the same as Primary

e

Figurel?: Inpatient Locations Fields

7.3  Fill out the information.

74 ClickSave Thelnpatient Locationgpage populates with the new location. See
Figurel8, Inpatient Locations Information.

Versionl.0 16 Manage a Provider
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Inpatient Locations

Add and manage inpatient locations and buildings for this provider. These will be available for Life Safety Code Survey.

Toggle between Locations and BuildingS a3 |View Locations | View Buildings om)l

Add Inpatient Location |

Hill House Building 2
Mo Buildings

Edit

Address

1 State 5t
Anytown, FL 89039

No buildings

Your buildings will show up here.

Figurel8: Inpatient Locations Information

Note: Toggle betweerView LocationandView Buildinggo see ech view.View
Locationshows the address of the building/iew Buildingsshows
information about the buildings.

In the example above/iew Buildings Onlys in blue so the buildings are
what is shown.

A building must be added to create an LsBG/ey

7.5 ClickAdd Buildingto add a building. ThBuildingsfields open below. See
Figurel9, Inpatient Locations Building.

Versionl.0 17 Manage a Provider
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Hill House Building 2
Mo Bulldings

Address

1 State 5t
Anytown, FL 3059

Buildings

All reguired flelds are marked With an asterisi. [*)

Parent Locatlon

Hill House Bullding

Bullding Marme * Bullding Licensure

The Anorea Bullding [ state Licensed only

500 craracters

Bullding 1D * Type * Mumber of Stories
oz Buligng bl

Umit 2 characters

Flan Approval Date Effective Date Closed Date
MMIDTAYY MDD FRSDDAYYY
Consoruction Type Construction Date
Select one w
MAVDDAYYY

LSC Form Indlcacor *

Il L5C 2012 Health Exlsting W I

Regulation Set

FED - K-03.02
Hazmar Area Separate FSES Date

Selectong A

MDD

Sprinkier Stamus Sprinkler Required

Select one e Salect one W

Bullding Location Detall

sddtional details such as landmarks, directions, eee.

= <

Figurel9: Inpatient Locatons Building

7.6 ClickSave Thelnpatient Locationgpage populates with the new building
information. Sed-igure20, Inpatient Locations Buildings Information.
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Inpatient Locations

Add and manage inpatient locations and buildings for this provider. These will be available for Life Safety Code Survey.

TDggle between Locations and BUIIdlngS _) View Locations | View Buildings Only

Add Inpatient Location ‘

Hill House Building 2 T
1 Building

Address

1 State 5t
Anytown, FL 89099

The Andrea Buildin
’ . g ; Delete Edit
02 | Building | @ Active | No effective date

Figure20: Inpatient Locations Buildings Information

Manage a Provider
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8. Responsible Staff

Purpose Add new, delete, or view existing staff responsible for the complaint.
Notes Responsible Staff are HARP ID users.

One SAGU and one CMSGU must be selected as Responsible Staff for
intake of adeemed providers to complete triage when CMS approval is
required.

Adding Responsible Staff ensures that the appropriate individuals
receive email notifications throughout the complaint process (approval,
reviewing investigation findings)

8.1 Add Responsibistaff

8.1.1 ClickResponsible Stafbn the left menu. Th&esponsible Staff
screen opensnd theAdd Responsible Staffage opens when
there are no existing responsible stafeeFigure21, Provider
Responsible Staff

Basic Information Add RESPOI‘ISIbk? Staﬁ

Find and add the responsible staff for this provider.
Responsible Staff

Mailing Address First Name Last Name Organization \

Additional Branch Addresses

Operating Details /

Search State

CMS

Additional Contacts

Figure21: ProviderResponsible Staff

8.1.2 ClickAdd Staffwhen there are existing stafib addadditional
responsible staff. ThAdd Responsible Staffage opens.

Notes

1 Itis only possible to add staff that are in the list of staff
members.

It is not possible to select options that are greyed out.
1 Only one staff can be primary.

1 Click the arrow next ttNameto sort names in alphabetical or
reverse alphabetical order.
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8.1.3 Typelastnamein text box undelLast Name

8.1.4 SelectCMSor Statefrom the Organizationdrop-down menu.

8.1.5 ClickSearch The search results appear below.

8.1.6 Check the box undeBelectnext to the correct name. Clickave

8.1.7 Verify the staff member appears in the list bel®esponsible Staff
Note: ClickAdd Staffto add additonal Responsible Staff.
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8.2 Delete Responsible Staff

8.2.1 ClickDeleteunderActionsto delete a staff member. A
confirmation popup window opens.

8.2.2 ClickDelete SeeFigure22, Delete aResponsible Staff

®

Please confirm you want to delete this responsible staff

member. /
| Delete | Cancel

Figure22: Delete a Responsible Staff

8.2.3 Verify that the staff memberis no longer on the list.
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9. Mailing Address

9.1 Add a new mailing address

911

9.1.2
9.13

ClickMailing Addresson the Provider Detailsvindow. See
Figure23, Provider Mailing Addres¥heMailing Addressvindow
opens.

Return to Provider

Basic Information Malllng Address

I Mailing Address

s Practice Locat
Additional Branch Addresses [ ] same as Practice Location

Operating Details Address 1% Address 2

Additional Contacts

Certification and Licensure City * State * 2IP Code *
Deeming Information Select one v
Administrators

Attachments

Figure23: Provider Mailing Address

Fill out the information
ClickSave TheMailing Addressupdates.

0.2 Edit an existing address

921

922

923
924

Versionl.0

ClickMailing Addresson the Provider Detailsvindow. TheMailing
Addresswindow opens

Clickedit. SeeFigure24, EditMailing Address.

Mailing Address
123 Sycamore66662 /

Fake
Tallahassee, FL 75485

Figure24: Edit Mailing Address

Fill out the information.
ClickSave TheMailing Addresss added.
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10. Locations

Locationsis enabled fothe ASCprovidertype only.

ClickLocationson the left menu of theéProvider Detailsvindow. Sed-igure25,
LocationsThelLocationswindow opens.

Return to Provider

Basic Information Locations View BUIIdIngS Only
|I Locations
Add and manage locations and buildings for this provider.

Mailing Address

Operating Details View Location | View Buildings Only

Additional Contacts Andrea's All-Inclusive ASC &

Certification and Licensure 2 Buildings

Deeming Information

Address

Administraters
1 Main 5t

Suite 202

Letters
Anytown, FL 98765

Notes Click caret for Building details

— Butcin; [raans |

The Andrea Building
43 | Building | @ Active | No effective date

Delete Edit

> The Andrea Annex
34 | Floor | @ Active | No effective date

Delete Edit

Figure25: Locations

TheLocationspage can be viewed for the Location or for the buildings associated
with the Location. Toggle betwedriew LocationandView Buildinggo see each
view. View Locationshowsthe address of the building/iew Buildingsshows
information about the buildings.

In the exampleabove View Buildings Onlys in blue so the buildings are what is
shown.

A building must be added to create an LsBG/ey

AS(oroviders can have only one locatipput they can have multiple buildings
associated with that location.
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10.1 Add abuilding

10.1.1ClickAdd Building TheNew Buildingwindow opens directly below
Buildings SeeFigure26, New Building.

Buildings

MNew Building x

All raquired fleids are marked with an asterisk. ()

P—
Farent Location

Andrea’s AlHnciusive ASC

Bullding Mame * Bullding Licensure

[ state Licensea oy

500 characters

Bullding ID * Type * Number of Storles

Select one '

Uit 3 characters

Flan Approval Date Effecuve Dare Closed Date
MMDDETYYY MBLDDYY MMADTAYYY
Construction Type Construction Date
Saler one W
WMDY

LSC Form Indicator *

Salert one w
Regulation Set
Hazmat Area Separate FSES Date
Salert ong b
NLTIDFTYY
Sprinkler Status Sprinkler Required
Salert ong v Selem ane '

Bullding Locatlon Detall

Addiional details such as landmaris, directions, et

ncel

Figure26: New Building

Versionl.0 25 Manage a Provider
January23, 2023




CMS iQIESurvey & Certification Manual

Versionl.0

10.1.2

10.1.3

Fill in the information.
Notes:

1 TheBuilding IDis determined at the state level. Tiguilding
IDis added to the Statement of Deficiencies and cannot be
changed or edited once saved.

1 TheLSC Form Indicat@pecifies the LSC regulation set that
applies to the building.

ClickSave The new building information appears in the
Buildingssection. Se&igue 27, New Building Information.

» The Andrea Building
43 | Building | @ Active | No effective date

Delete Edit

Figure27: New Buildings Information

Note: ClickAdd Buildingto add additional buildings.
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10.2

Versionl.0

Delete a building
Note: Deleteis disabled (greyed out) when a citation is associated with
a building.

10.2.1 ClickDeletenext to the building that needs to be deletef.pop
up window opens asking for confirmation of the deletion. See
Figure28, DeleteBuilding Popup Window.

x

Please confirm you want to delete this building

Figure28: Delete Building Pojup Window

10.2.2 ClickDeleteagain. The building is removed from tBeildings
list.
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10.3 Hlit a building

10.3.1 ClickEditnext to the building that needs to be edited. The
current building information populates beloBuildingsand can
be edited.

10.3.2 ClickSave
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11. Multiple Locations

Multiple Locationsis enabled fothe Hospiceprovidertype only.

Note: Hospiceproviders canhave multiple locationdMultiple locations are not
considered as part of the Life Safety Code survey process

11.1 Add a Location

11.1.1ClickMultiple Locationson the left menu of theéProvider Details
window. Sedrigure29, Multiple LocationsThelLocationswindow

opens.
Return to Provider
Basic Information Multlple Locations
All required fields are marked with an asterisk (*)
Responsible Staff
Mailing Address Location Name *
I Multiple Locations
Operating Details Status Open Date

. Open
Additional Contacts

MM/DDAYYY
Certification and Licensure

Deeming Information Address
R Address 1* Address 2
Administrators
Letters
City * State * ZIP Code *

Notes

Select one hd
Attachments

County

Figure29: Multiple Locations

11.1.2ClickSave Thenew location information appears in tHdultiple
Locationssection SeeFigure30, Multiple Locations Information.
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Multiple Locations

Add and manage the additional branches for this provider.

Add Location

1 location
Location Status Opened Closed Actionsl
Hill House Building 1 Open No information Not Applicable Edit | Delete
1 Main 5t
Anytown, FL 90809

Figure30: Multiple Locations Information

Note: ClickAdd Locationwhen there is anther locationto add.
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11.2 Delete docation

Note: A location cannot béeleted if there is a Medicare Branch ID tied to
it.

11.2.1 ClickDeletenext to thelocationthat needs to be deleted. A pemp
window opens asking for confirmation of the deletion. $egure
31, Deletel ocationPopup Window.

x

Please confirm you want to delete this branch.

&~

Figure31: DeleteLocationPopup Window

11.2.2 ClickDeleteagain. Thdocationis removed from theMultiple
Locationslist.
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11.3 Edit a building

11.3.1 ClickEditnext to thelocationthat needs to be edited. The current
locationinformationopens and can be edite®eeFigure32, Edit
Multiple Locations.

Multiple Locations

All required fields are marked with an asterisk (*)

Location Name *

Hill House Building 1

Status * Open Date
© Open

() Closed MM/DDAYYYY
Address

Address 1* Address 2

1 Main 5t

City * State * ZIP Code *

Anytown Florida A 90809

County

K

Cancel

Figure32 Edit Multiple Locations

11.3.2 Update information.
11.3.3 ClickSave
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12. Additional Branch Addresses

Additional Branch Addresseds enabled fothe HHAprovidertype only.

Notes:

1 Allnon-Medicaidadditional branch addresses are automatically reviewed by
CMS AN email is then automatically sent to notify the SAGU of
approval/disapproval.

1 Medicaid Branch IDs do not need CMS approval.
91 Providers must be certified to add an additional branch.
1 New branches are assigned Branch CCNs.

12.1 ClickAdditional BranchAddresgson the Provider Detailsvindow. See
Figure33, ProviderAdditionalBranchAddresses TheAdd Branchwvindow
opensif there are no existing additional branches. If there are existing
branches, cliclkdd Branch

Figure33: Provider Additional Branch Addresses

12.2 Fill out the information
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